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Your interest in THE SECRETARY 
has been evident over the years by 
your many comments and 
sugges:.ons concerning our 
magazine. We try to give you 

the kind of magazine you want — 
we appreciate your opinions and 
your constructive criticisms. 


We have some excellent articles 
scheduled for THE SECRETARY 
during the coming months, and 
some new features which we 
hope you will enjoy. Watch for 
articles concerning suggested 
educational programs, secretaries 
who have particularly exciting 
jobs, secretaries in various 
specialized fields — and check this 
page each month for special 
information from one of 

the members of your Board of 
Directors. 


Please write to the Editor and let 
us know what you think of the 
additions and improvements which 
we hope you will note beginning 
with this issue. 


Remarkable new Accogrip 


This is an instant binder. It secures your papers yet you 


don’t have to punch holes. 
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Secures as it organizes 
Accogrip is a spillproof desk organizer. Lets you quickly 
put away any papers you work with. Yet keeps them 
readily accessible at your desk or work table. Holds one 
sheet or hundreds (up to %” capacity). Ideal for _let- 
ters, bills, memos, photos, reports, records, catalogs, 
blueprints, job sheets, legal or accounting papers—any 
size sheet. 
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Grips papers instantly 
Opens and closes at a touch of the finger. Keeps papers 
instantly on tap. Grips without marring. 


Which style for you? 


Letter, legal or special sizes. Clamp positioned side or 
top. Genuine pressboard in a range of colors. At your 
stationer’s now. 


ACCOGRIP 


ACCO PUNCHLESS BINDER 


ACCO PRODUCTS A Division of Natser Corporation, Ogdensburg, N.Y. @ In Canada: Acco Canadian Co., Ltd., Toronto 
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Mysterious _ = —— 


What Happens fo 47 


Wi Have you ever wondered why 
time tears along so fast you cannot 
keep up with it, and the next day it 
lumbers and drags along until you 
think you will never get through the 
next hour? 


Scientists have discovered that, 
within certain limits, we can actually 
control how fast time passes for us. 

The time you really feel and live 
by is not measured by clock, nor cal- 
endar time, but by a mental clock in 
the time-sense center of the brain. 
Your body temperature, metabolism, 
and your emotions determine how 
fast or slow your individual clock 
runs, and it is different for each 
person. 


Some people have a time sense 
that is fairly accurate; however, hu- 
man time clocks tend to run fast at 
one time and slow the next according 
to your emotion of the moment. 


Research has shown that time runs 
slowly when you are overheated and 
faster when you are cold. During a 
high fever, time seems to pass so 
slowly that to the patient a few min- 
utes may seem like hours. As our 
body temperature climbs, time tends 
to slow down; as our body tempera- 
ture falls, time seems to speed up. 
Alsc, depression or anxiety makes 
time appear to pass more slowly than 
it actually does. When you really 
have the blues, time then seems to 
stand still. As we grow older, time 
passes more swiftly. Tests have 
proven that time goes by five times 
as fast for a man in his sixties as it 
does for a child in his early teens. 
Also, time goes by more quickly for 
women than for men. If some of the 
bosses wonder why otherwise reliable 
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employees just seem to lose all track 
of time during the coffee break, it is 
because that is exactly what happens. 
Tests show that beverages which con- 
tain caffeine, such as coffee, have a 
direct effect on time sense. Caffeine 
makes the minutes slip by faster, and 
does this until its effect is worn off. 
So, actually, the coffee break during 
a long work period is beneficial in 
that it appears to make a long morn- 
ing or afternoon pass more quickly. 

We, each of us, can, to a certain 
extent, control and regulate how time 
passes for us. 

For one thing, if time seems to 
drag, we can speed it up by simply 
cultivating a more cheerful and opti- 
mistic attitude towards things in gen- 
eral. The more gloomy, depressed, or 
pessimistic a person’s outlook, the 
slower time tends to pass. The hap- 
pier, more optimistic you are, the 
faster time skims by. 

For the office worker, if five o’clock 
or quitting time seems never to come 
—chances are you are spending too 
much time at the water cooler, or 
thinking up ways to avoid work. 
Tests show that for the average office 
worker, time goes by almost one- 
third as fast when he is busy as when 
he is gold-bricking. Too, coffee or 
tea, as previously mentioned, during 
rest periods, will make quitting time 
seem to roll around more quickly. 


The one thing science has not been 
able to accomplish is to find an effec- 
tive way of making time slow down 
when we are having a good time. 
There seems to be no way of chang- 
ing the fact that bad times seem 
slow, and good times pass quickly. 
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You won’t be the first secretary to rate 
a raise after switching to Eagle-A Type- 
writer Papers. These papers make a girl 
look good! Your work will be neater and 
clearer... and it will be so much easier 
to make changes. 

Eagle-A Boxed Typewriter Papers are 
available in letter and legal sizes in the 
time-saving Eagle-A original “Hinge- 
Top” box or in 100-sheet packets. 

Secretaries and Teachers 
For free booklet of paper samples and 
Letter Placement Guide, write on your 
firm or school letterhead to Dept. TD. 
American Writing Paper Corporation 
Holyoke, Mass. 


For faster, cleaner typing Choose EAGLE-A 


EAGLE-A 


BOXED TYPEWRITER 
PAPERS 

















made by the makers of the famous 
EAGLE-A COUPON BOND, 
100% Cotton Fiber—Extra No. 1 Grade 











Certified Professional 


Secretary 


Heby Us to Holy You 


If you are realy serious about 
qualifying for the CPS examination, 
take the first step in the right direc- 
tion—read this article very carefully. 
Then, take the second step and fol- 
low the instructions and suggestions. 
In an effort to help you, the basic 
regulations which you must meet by 
December 1, 1961, in order to qual- 
ify for the next examination to be 
given in May 1962, are listed below. 


Basic Regulations 


You must: 

e File an application, enclosing a 
check or money order in the amount 
of $7 covering the processing fee. 
Please do not send cash. This fee is 
not subject to refund. Applications 
are available from: 

Institute for Certifying Secre- 
taries, 1103 Grand Avenue, Suite 
410, Kansas City 6, Missouri; 
Presidents of NSA chapters and 
CPS Service Committee Chairmen, 


e Be 25 years of age. 


e Have a combined total of seven 
years’ verified successful secretarial 
experience and full-time (or equiv- 
alent) post-high school education, 
with a minimum of three years’ veri- 
fied successful secretarial experience. 
If you are not a high school gradu- 
ate and have had no post-high school 
education, a total of eight years’ veri- 
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by Marjorie L. Ater, CPS 


Chairman, Qualifications Committee 
Institute for Certifying Secretaries 


fied secretarial experience is re- 
quired. 

e Have at least twelve months’ con- 
tinuous secretarial experience with 
one firm. 

e Submit the names and addresses 
of employers so that the nature of 
your work experience may be veri- 
fied. 

You need not be employed as a 
secretary at the time you apply for 
or take the examination. Neither do 
you have to be a member of The 
National Secretaries Association (In- 
ternational), and no discrimination 
will be made as to race, color, or 
creed. Either men or women may 
take the examination. 

Now, how can you help us to help 
you? 

File Your Application Promptly 

Almost on bended knees, the Com- 
mittee urges you to file your appli- 
cation well in advance of the De- 
cember 1 deadline date. This will 
give us more time to follow up on 
employers who do not _ reply 
promptly to our requests for their 
comments on the duties performed 
by you, and to locate employers 
whose addresses are not readily 
available. You will not be penalized 
if you file your application early, 
since age, education, and experience 
(assuming you are now employed) 


will be computed on December 1 
prior to the examination. 


Complete Your Application 
Carefully 

Please use the typewriter and an- 
swer all questions. Be sure you date 
and sign the application so that it 
will not have to be returned to you. 
Use a separate sheet, if necessary, 
in order to provide complete and 
legible information. 


Education 

In listing education credit, please 
be sure to indicate the dates of 
school attendance. List the number 
of semester and/or quarter hours 
earned at colleges, universities, and 
junior colleges. If you do not know 
the number of hours you earned, 
write the educational institution for 
that information. Please give us the 
addresses of all schools listed since 
education credit is verified, and sub- 
mit transcripts in unusual cases. 

Business schools do not give quar- 
ter and/or semester hour credits, so 
only full-time attendance at such 
schools is counted. A minimum full- 
time attendance of nine months is 
necessary to allow a year’s credit. 

Credit is not granted for American 
Institute of Banking courses or other 
courses sponsored by companies or 
organizations. 
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List All Secretarial Employment 
List all service rendered as a sec- 
retary since December 1, 1936 (for 
the 1962 examination). List the 
most recent employment first. Serv- 
ice rendered before December 1, 
1936, cannot be considered. However, 
it is essential that you list all other 
employment as a secretary and not 
just the amount you think must be 
verified. It is sometimes impossible to 
locate former employers or old rec- 
ords, and some applicants might be 
surprised to learn that a part of their 
employment was not considered by 
their former employers to be “suc- 
cessful secretarial” experience. 

As a guide in determining whether 
service as a secretary was rendered, 
the Institute has defined the word 
“secretary” as follows: 

“Performs general office work in 
relieving employer and other com- 
pany officials of minor executive and 
administrative duties; takes dicta- 
tion; makes appointments for em- 
ployer and reminds him of them; in- 
terviews people coming into office, 
directing to other workers those who 
do not warrant seeing the employer; 
answers and makes phone calls; han- 
dles personal and important mail, 
writing routine correspondence on 
own initiative; may supervise other 
enployees.” 

With the above definition as a 
base, the Qualifications Committee 
then evaluates the actual duties per- 
formed, as described by the applicant 
and her employer, in determining 
whether successful secretarial exper- 
ience was rendered. 

Only experience as a SECRE- 
TARY can be considered. Time 
spent in teaching business subjects 
in high schools, colleges, universities, 
or companies where there is in-serv- 
ice training for employees cannot be 
credited as experience. If you worked 
for a public stenographic service, or 
if you own such a service, the period 
covered by such employment cannot 
be considered as secretarial exper- 
ience. Neither can any volunteer 
experience be credited as secretarial 
experience. 


Furnish Complete Information 
On Job Reference Sheets 
One Job Reference Sheet must be 
completed for each period of employ- 
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ment listed on the application. On 
this form you will give more detailed 
information concerning the period 
of employment it covers, and you 
should give the complete name and 
address of the employer. If you know 
that a former employer has moved to 
another city, please make every ef- 
fort to locate him and use his present 
address on this form. Your local 
telephone company may have files of 
many out-of-town directories. The 
postmaster or the office issuing the 


city directory can often assist you in 
finding the correct address. 

Five copies of the Job Reference 
Sheet are mailed with each applica- 
tion. If you will need additional cop- 
ies, please ask for them when you 
request an application. 

Employer’s Statement 

After the Job Reference Sheets 
are received from the applicant, the 
Institute asks employers to complete 
the “Employer’s Statement.” It is 


(Continued on Page 17) 





You're seeing a miracle 





Smathers is smiling! 
‘‘Erase Without a Trace’’® with A.W.Faber’s 


GRASER STIK 





The original pencil shaped grey eraser 
— always the best point for erasing. 


Is it fair to call your superior an “old grouch” because he 
refuses to sign letters with erasures that show ghosts and 


sloppy strikeovers? 


But now Smathers is all smiles. His secretary has dis- 
covered ERASERSTIK. She has just handed him a crisp, spark- 
ling letter he is proud to sign. With ERASERSTIK she was 
able to erase without a trace. It lets you get into tight places 
to remove one letter without blurring the whole word. 


ERASERSTIK will open the door to typing perfection for you. 
Sharpens to the point you prefer—blunt, medium or slender. 
ERASERSTIK with brush, 20¢—at good stationers everywhere. 


SAPHIR BRASS HAND SHARPENER # 4035 


works like magic. Gives you the correct 

point on your ERASERSTIK—then 

stops sharpening. If you use one, you need 
the other. $1 at your Stationer, 
A.W.Faber-Castell 

Pencil Co., Inc., Newark 3, N. Jd. 
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LETTER WRITING 


by Shirley R. Boydstun, NOLA Chapter 


Avoid Stilted Phraseology 

Advise, and oblige, as per your in- 
structions, at hand, attached please 
find, awaiting your further instruc- 
tions, beg to state; advise; inform; 
acknowledge contents duly noted, 
esteemed favor, even date, recent 
date, for your information wish to 
state, hand you herewith, has come 
to hand, hoping to hear from you, in 
re., inst., prox., ult., kind favor, order, 
etc., oblige, our Mr. Clark, permit me 
to say, please be advised that, pur- 
suant to, regarding your communica- 
tion, same, thanking you in advance, 
the writer wishes to say, this letter is 
for the purpose of inquiring, trust- 
ing you will, up to this writing, we 
are, beg, remain, wish to say, advise, 
inform, acknowledge, would ask, 
state, etc. 

Here is an example of a good form 
letter from a grammatical point of 
view: 

Dear Mr. 

Your letter of March 15 reached us 

this morning. 

The shipment of enameling sheets 

left our factory on March 13. We 

have asked the express company to 
trace the shipment immediately. 

If you do not receive the sheets by 

March 19, please wire us collect, 

and we will start another shipment 

at once. 

We are very sorry that this delay 

occurred and assure you that we 

will do everything possible to ex- 
pedite delivery. 


How to Open and Close the Letters 

The opening sentence or para- 
graph of the letter should generally 
go straight to the point, without beat- 
ing about the bush. The object is to 
gain the reader’s attention imme- 
diately. 
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In writing a letter of reply it is 
unnecessary to give a restatement of 
the contents of the letter received. To 
state that the letter is in reply to one 
of such and such a date is sufficient. 

Participial openings, such as Re- 
ferring to your communication of, 
Answering your letter of, Replying to 
your letter of, In reply to yours of, 
should be avoided. 

Good Openings 

“Thank you very much for your 
request of June 9.. .” 

“We are glad to respond to your 
letter of April 15, in which you re- 
quest .. .” 

“We are very sorry to learn from 
your letter of April 5 that business 
conditions have been poor. . .” 


Poor Closings 
“Hoping to be favored with an 
early reply, we are,” 
“Trusting that this will be satisfac- 
tory to you, we remain” 


Good Closing 

(Should be forceful and sincere.) 
Use a complete statement and make 
it direct. 

“We appreciate your interest and 
thank you for writing us.” 

“We hope this initial order is only 
the beginning of a long business re- 
lationship, which we shall try to 
make both pleasant and profitable to 
you.” 

“We are looking forward to pleas- 
ant business relations.” 

“We sincerely hope that we may 
find your name on our active list 
within the next thirty days.” 

“Please do not hesitate to write us 
again if we can be of further service 
to you.” 

“We are always eager to make 
every transaction satisfactory.” 


New Orleans, Louisiana 


“Please do not hesitate to write us 
at any time.” 

“We very much regret the delay, 
and assure you that your future 
orders will be handled promptly.” 


How to Answer An Inquiry 

Answer an inquiry promptly, if 
possible within twenty-four hours. 
The reply should be courteous, help- 
ful, and should show a desire to 
serve. Answer the question that was 
asked. Open by thanking the in- 
quirer for his letter and for his in- 
terest in your goods. Close by assur- 
ing him that you will be glad to be of 
service to him and to supply him 
with any additional information he 
may need. 


Letters Refusing Requests 
A letter of this type should be 
courteous, should explain clearly the 
reasons for the refusal, and should 
express regret. Jt may close with a 
sales talk about the product. 


Letters Received in Absence of 
Addressee 

Dear Mr. 
In the absence of Mr. Van Der Beck, 
I wish to acknowledge your letter of 
July 25, which is being held for his 
attention on his return early next 
week. 

Very truly yours, 

(signed) Mary Fitts, 

Secretary to Mr. Van Der Beck 
Dear Mr. 
Your letter of August 14, arrived the 
day after Mr. Tauber left on a three- 
week selling trip. Since it does not 
appear to require an immediate re- 
ply, I will hold it for his attention on 
his return. 

Very truly yours, 

(signed) Mary Fitts, 

Secretary to Mr. Van Der Beck 
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In-Service 
Training Manual 


of 


SECRETARIAL 


‘TECHNIQUES 


@ The National Secretaries Associa- 
tion (International) has had com- 
piled a comprehensive new “Secre- 
tarial Techniques” in-service training 
manual for use in business and indus- 
try, it was announced at the 16th An- 
nual Convention. The Association re- 
tained a group of educators, expert 
in the field of stenographic and 
secretarial training, to compile the 
training material manual. 


“Secretarial Techniques” has been 
developed because of inquiries from 
management for an in-service train- 
ing program for their stenographic 
and secretarial personnel. Consisting 
of 15 sections, the program has been 
designed so that the individual com- 
pany may select those units needed 
for its own training program. Each 
section requires one hour of instruc- 
tional time. Interested companies 
may receive complete information 
about this program by writing to Dr. 
Fred S. Cook, Educational Director, 
NSA, Wayne State University, De- 
troit, Michigan. 


In brief, the techniques included 
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cover those needed by the master 
typist, shorthand writer, machine 
transcriber, and letter writer. In- 
struction is given on telephone tech- 
niques, organization of work and 
work space, quality of duplicating, 
and the use of postal and shipping 
services. Also provided is informa- 
tion on how to find and record infor- 
mation, record meetings, and make 
travel arrangements. An additional 
study unit is devoted to the explana- 


tion of the secretary’s function in 
business. 


Covering such a broad range of 
subjects, “Secretarial Techniques” is 
readily adaptable to the needs of any 
business and provides an excellent 
source of in-service training ma- 
terial. 


The new manual is one of NSA’s 
many educational projects aimed at 
raising the standards of secretarial 
performance. 





Clock 


THIN PAPERS 
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by Florence M. Cermak 
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Public Health Service 
Department of Health, 
Education, and Welfare 
Chicago, Illinois 


from Abraham Lincoln Chapter 
Springfield, Illinois 


Are you being strangled by end- 
less duplication of records—offi- 


cial and unofficial ? 


@ Diplomacy and efficiency — these 
are two things that one would say are 
acquired by osmosis. We can theor- 
ize much about their application, but 
the actual practice is a skill. They 
are “do it nows,” and, they are 
closely tied together. 


Efficiency as we are talking about 
it, is defined as the effective opera- 
tion of a business, or performance of 
a business task with a minimum of 
waste and effort. It is synonymous 
with skills, ability, capability, and 
competence. 


Review Procedures 


If we want to work more efficiently 
or make sure that we are working as 
well as we can, it is of prime impor- 
tance to review our procedures or our 
customary way of doing things. It is 
good to step back and take a look in 
and around our file cabinets—yes— 
in our desks, and at our working 
materials. 


Exercise Tact 


Diplomacy is defined as the dex- 
terity or artfulness in securing ad- 
vantages without arousing hostility; 
address or tact in conduct of affairs. 
To be a diplomat is characterized by 
being employed in or skilled in diplo- 
macy, marked by or exercising tact 
and shrewdness in the management 
of affairs. 

For instance, an incoming tele- 
phone call. When you answer the 
phone, do you impart to the caller 
that they have reached the right 
person? 

“Mr. Doe’s office, 
speaking.” 

Caller asks for Mr. Doe. 

“Yes he is. May I tell Mr. Doe 
who is calling, please?” 

Caller complies. 

“Thank you, Mr. Smith. Will you 
wait, please?” 


Miss Jones 


Are you transcribing to great 


extent, information from one 


form to another? 


In these few words, Mr. Doe has 
been able to prepare himself for the 
call (obtain files or information), 
and he can address the caller by 
name. He may possibly instruct the 
secretary as to the message to be 
given, and thereby save time on those 
calls which do not require his per- 
sonal attention. 


Then there is the boss who does 
not want you to inquire as to the 
caller or nature of his business. Now 
is the time you apply diplomacy. You 
may recognize the business acquaint- 
ance and inform the boss who the 
caller is before he picks up the phone, 
or if you do not recognize the voice, 
just buzz him on the intercom and 
let him carry on from there. 


Make Diplomacy and Efficiency 
a Habit 


Let us go through the routine of a 
typical day just passed. How could 
you have applied more diplomacy? In 
what tasks could you have been more 
efficient? Time out for a little medi- 
tation now and then might help you 
the next time an unusual problem 
arises. But, efficiency and diplomacy 
are not only for the unusual—they 
are for everyday living. Make them 
a part of you. Practice them. Make 
them habits. They are timesavers. 


Start the day off with one good 
habit-—-the rest will follow. Is your 
morning routine set so that you are 
in the office, hat, coat, and galoshes 
off; hair combed, morning felicita- 
tions over with before starting time; 
or are you one of the chronic late- 
comers? Are you one of the half-hour 
coffee-breakers because your boss 
allows you to “use your discretion,” 
or because “everyone else does,” or 
do you know a good thing when you 
have it? What about covering for 
your co-worker when she is away 
from her desk, just as you like to be 
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Are your forms becoming too 


elaborate for use? 


covered when you leave your desk? 
Do you spontaneously lend a hand 
when it is needed by a co-worker 
other than your supervisor? 


As your boss’s extra right hand, 
your stenographic work has already 
been established as being perfect; 
but if an error does creep through, 
do you accept it graciously, flip- 
pantly, or grudgingly? By the same 
token, when you bring corrections 
back to someone you supervise, is it 
done tactfully and so that the im- 
pression is left that this particular 
error or its kind will not occur again? 
Suppose your boss dictated corre- 
spondence to a particular agency or 
division head and is unaware of per- 
sonnel changes. Did you make the 
change, or did you type the letter 
and release it as dictated? In state 
and federal government, it will hap- 
pen frequently that new appoint- 
ments or replacements are made; and 
for some of us, it is a matter of 
watching newspapers for legislative 
actions, or keeping abreast of the 
news with our contacts in the field. 


When Is a Job Finished? 


An important factor to consider is 
that individuals differ in their judg- 
ment of when a piece of work is 
actually finished. For instance, if a 
stenographer is told to “get that letter 
out tonight,” it might mean one of 
three things: 

Type it and put it on the boss’s 

desk. 

Type it, have it signed and put in 
the “Out” box. 

Be sure the typed and signed letter 
goes to the mail room in time for 
mailing tonight. 

We all know that secretarial posi- 
tions are service positions. You have 
already proved that you are willing 
to knock yourself out performing 
duties you were not “asked” to do, 
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Are your files set up in the best 
way for the purpose they are sup- 
posed to serve; that is, proper 
classification by subject? Are they 
readily accessible? 


but assigned them to yourself. These 
self-assigned tasks come under the 
heading of “Making Life Easier for 
the Boss.” 


We also know that there is a three- 
way automatic relationship between 
the boss, his secretary, and the other 
fellow. In this relationship, the sec- 
retary is the clearing house. She is 
the first contact an outside person 
has with an office, and thus an im- 
pression of the organization as a 
whole might well be based on this 
one person. Her first move is to make 
the visitor feel welcome; then con- 
vey to him she considers his business 
important. She must be willing to 
make every effort that it receives the 
attention she thinks it deserves. 
Finally, if he must leave before dis- 
cussing his business with the boss, he 
must leave convinced that the matter 
has top priority and will be attended 
to promptly and properly. 

This is one of the surest and first 
ways to gain the confidence and good- 
will of people with whom you do 
business. 


Set Your Pace 


It is up to the secretary to set her 
pace. Once she sets her level best, 
she is expected to keep up the pace. 
This means she must evaluate her 
capacities, and recognize her limita- 
tions. 


In business, the greatest money 
saver is the saving of time. Speed is 
seldom the most important factor to 
be considered. You have already 
established your reputation as a 
stenographer, and your position in 
rendering stenographic duties is 
taken for granted. The test is your 
ability to sandwich in such duties 
with no apparent effort in the midst 
of other deadlines. The awareness of 
pressures is important. Do not wait 
until pressures test your capacity, 


What about duplication—is 
there any elimination, consolida- 
tion, or simplification that you 
can do? Can you reduce the files 
more simply to do the job or place 
them in the most usable and ac- 
cessible reference system? 


but perform your duties from day to 
day. Be calm. This is the greatest 
contribution. When your boss is in- 
volved and under pressure, and en- 
grossed in making decisions, it is no 
comfort to have added worry that the 
secretary cannot perform under last 
minute pressures. Be a stabilizing 
influence. 

Many are the times when you will 
have to cover for your boss. With all 
of his good points, he, too, may have 
pet peeves and peculiarities. Yet, 
smiling, ever-charming, and loyal, you 
are paid to increase his effectiveness, 
and one of the best ways is to save 
his time. Be ready to answer your 
boss’s questions about the problems 
you share with him. When possible, 
have the problems you take to him 
worked out so that he can make a 
decision at once. Make it easy for 
him to say “yes,” or “no.” 

I have tried to exemplify in a few 
instances how you can see diplomacy 
and efficiency in action. In other 
words, the old phrase “the customer 
is always right” will never go out of 
style, even in these days. When the 
customer is treated right, fairly, with 
courtesy, and with willingness, he 
will go away happy. The returns 
will be twofold, in the feeling of sat- 
isfaction on your part and with a 
hearty recommendation of your office 
(and you) on his part. 


Diplomacy Has No Limits 


Do not limit your services to your 
boss. Treat everyone as if they were 
customers. It is not easy, but work 
at it. Your job is what you make of 
it. Initiative, leadership, sense of re- 
sponsibility is more effective with a 
sprinkling of diplomacy and efii- 
ciency, and this is what makes you a 
very important person in your office. 
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A\ppoINTMENTS TO 
THe INstTITUTE 
For CrrtIFYING 


SECRETARIES 





(Photographs on Back Cover) 


@ The following appointments to the 
Institute begin in September 1961. 
Regular Institute appointments are 
for three-year terms with two new 
members each year from business, 
from education, and from NSA mem- 
bership. All appointments are made 
by the International Board of Di- 
rectors of NSA. The Canadian 
associate member is selected for a 
one-year term. 


Helen F. Clement has been a 
member of the Springfield, Massa- 
chusetts, Chapter since 1954. Her 
CPS certificate was earned in 1960. 
She has been employed for the past 
17 years by the Mobil Oil Company 
of Springfield and presently is secre- 
tary to the district manager. Her 
elementary and high school educa- 
tion were obtained in Belfast, Maine, 
but she has attended Bay Path Insti- 
tute, Holyoke Junior College, and 
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American International College in 
her preparation for the CPS ex- 
amination. Miss Clement has served 
as secretary, vice president, and 
president of her local chapter. She 
has been most active in developing 
an educational program in coopera- 
tion with the local colleges. 


Athena B. Bates has been a mem- 
ber of NSA since 1955. She was 
first a member in Downey, Cali- 
fornia, and then a member of the 
new Satellite Chapter in Canoga 
Park. She served this chapter in 
the offices of secretary, first vice 
She has 
also served as secretary of the Cali- 


president, and president. 


fornia Division. Her CPS rating was 
earned in 1957. After some elemen- 
tary schooling in Kansas and Indi- 
ana, she completed junior and senior 
high school in California. Her A.B. 
degree was received from U.C.L.A. 
in English literature after which she 
took work in business administration. 


Mrs: Bates has been executive 
secretary to the president of Atomics 
International, a division of North 
American Aviation, for the past 
eight years, but served in other sec- 
retarial capacities for four years pre- 
ceding. 

William C. Huffman is Dean of 
University College and director of 
summer school at the University of 
Louisville, Kentucky. He has been 
on the staff of the university since 
1947 serving most recently as asso- 
ciate professor of management. Dr. 
Huffman received his B.S. and M.A. 
degrees from Ohio State University, 
and his Ph.D. from Northwestern 
University. 

He is a member of the Sales Ex- 
ecutive Council, Purchasing Agents 
Association, and Chamber of Com- 
merce of Louisville. He is an hon- 
orary member of the Louisville Chap- 
ter of NSA and has served as in- 


structor of courses offered for secre- 
taries of the area. 


Bernadine Meyer is assistant pro- 
fessor in the School of Business Ad- 
ministration of Duquesne University, 
Pittsburgh, having served on that 
staff since 1956. She _ previously 
taught in high school and East Caro- 
lina College. She has taught sum- 
mers at the University of Colorado. 


Dr. Meyer received her A.B. and 
M.S. degrees from Duquesne Uni- 
versity and the Ed.D. from Columbia 
University. Her office and _ secre- 
tarial experience have been in Pitts- 
burgh and New York City. She holds 
membership in the American Society 
of Women Accountants, American 
Accounting Association, American 
Business Writing Association, and 
various business teacher organiza- 
tions. 


E. W. Boehm, Jr., is president of 
E. W. Boehm Company of Chicago. 
He is a native of Chicago. He at- 
tended Culver Military Academy 
and received the A.B. degree from 
the University of Chicago, and the 
law degree from Chicago Kent Col- 
lege of Law. Mr. Boehm is past presi- 
dent of the Sales Marketing Execu- 
tives of Chicago and an active mem- 
ber of Rotary Club. 


J. F. Ward is president of Rey- 
nolds, Ward & Carey of Denver, 
He has served as hon- 
orary chairman of the Denver CPS 
advisory council. 


Colorado. 


Mr. Ward took his pre-law train- 
ing at Hampden-Sydney College in 
Virginia and chemical engineering at 
the University of Texas. Before join- 
ing the management consulting firm 
five years ago, he was western divi- 
sion operating manager of Mont- 
gomery Ward. He was a pilot- 
navigator in the air force. His civic 
activities include directorship in the 
Denver Chamber of Commerce and 
presidency of Colorado Multiple 
Sclerosis Society. 
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second FLYING LIBERAL ARTS SEMINAR jo. 


THE NATIONAL SECRETARIES ASSOCIATION 


sponsored by 


What 


ecretaries 


(INTERNATIONAL) 


NSA announces the sponsorship of its second Flying Liberal Arts Seminar for Secretaries. 
This unique seminar is designed for those secretaries who wish to learn more about the art, 


music, literature, drama, and culture of selected European countries through a series of 


When 
Who 
Where 


. = Which 


and LONDON. 


planned seminars, lectures, and cultural events. 
March 15 (3:00 P.M.) through Saturday, March 31, 1962. 


ALL secretaries, both members and nonmembers. 


Depart from New York on March 16, visit ROME, FLORENCE, ASSISI, MILAN, PARIS, 
Return to New York at 6:30 P.M. on Saturday, March 31. 


$825 total seminar cost. (Does not include cost of hotel in New York City, March 15.) 








SEMINAR ITINERARY 


Thursday 3-15 NEW YORK 


This afternoon, at *3:00 P.M., in preparation for our trip abroad, we will 
attend a get- acquainted and briefing session. Location to be announced 
later. 


Friday 3-16 NEW YORK/ROME 


This morning we will all report at 8:00 A.M. to the TWA Terminal at 
N. Y. International Airport and check in for our departure aboard 
TWA’s Superjet flight to Italy. Within a few short hours, we will land 
at modern Leonardo da Vinci Airport and have our first look at the 
ancient and glorious city of Rome. Victoria Hotel. 


Saturday 3-17 ROME 


After breakfast we will have a *briefing seminar and an orientation tour 
of Rome. We will also have a lecture-tour of St. Peter’s and the Vatican 
Museum. An afternoon *seminar on Contemporary Italian Culture will 
be held at the Dante Society. This evening we'll be at leisure to see the 
splendid illuminations of Rome by night. 


Sunday 3-18 ROME 


This morning will be free for church attendance. Our afternoon program 
will include a lecture-tour of the haunting ruins of the Forum, the 
Colosseum, and the Pantheon. In the evening we will attend an interest- 
ing *seminar on Italian opera, followed by a performance at the world- 
famed Opera House. 


Monday 3-19 ROME 


Comparative economics and some private exploration of Rome will take 
up much of the morning hours before our “people-to-people” *seminar 
luncheon with Italian secretaries. An afternoon *seminar and reception 
will be held with musicians of the Academy of St. Cecelia’s. We will 
have another evening at leisure before bidding farewell to the Eternal 
City. 


Tuesday 3-20 ROME /FLORENCE 


We will leave Rome by motorcoach at 8:00 A.M. for Florence and drive 
by way of the medieval hill towns of Assisi and Perrugia. After a visit 
to the Church of St. Francis, lunch on the way, and a brief lecture on 
the history of the hill towns, we will arrive in Florence at 7:30 

The evening will be at leisure. Hotel Plaza and Lucchesi. 


Wednesday 3-21 FLORENCE 


On our first day in Florence we will attend a briefing *seminar and 
orientation tour of the city, including a lecture-tour of a Medici villa, 
the Cathedra) and Leather School. Highlighting the afternoon will be a 
*seminar on “The Treasures of Florence.” We will then continue on for 
a lecture-tour of the Uffizi Gallery. In the evening we will be free to 
wander through this beautiful city which still retains much of its Re- 
naissance splendor. 


Thursday 3-22 FLORENCE 


Free time this morning can be spent in comparative economics. Later 
today we will attend an illustrated *seminar on Florentine art and tour 
the renowned Pitti Palace and its famous gardens. The evening will 
find us at leisure again. 


Friday 3-23 FLORENCE/MILAN 


Early this morning we will leave by train for Milan with luncheon en 
route. A briefing *seminar and orientation tour of Milan will take place 
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shortly after arrival. The evening will be free for optional sightseeing 
and perhaps an opera at La Scala. Hotel Dianci Majestic. 


Saturday 3-24 MILAN /PARIS 


This morning we will depart by air for Paris, with arrival about noon. 
There will be a briefing *seminar and tour of Paris, and then a free 
evening to wander through this beautiful city. Hotel Astor. 


Sunday 3-25 PARIS 


After a morning at leisure, there will be a lecture-tour of the incom- 
parable Louvre, and this evening we will attend a performance of the 
*Ballet at the Opera House. 


Monday 3-26 PARIS 


A free morning will permit us the luxury of some “Paris shopping,” 
perhaps a visit to the famous boutiques of Schiaparelli and Dior, or a 
walk through the Bois. After a brief *seminar at SHAPE this after- 
noon, we will visit historical Versailles. An evening of leisure again 
for optional sightseeing and a view of Paris nightlife. 


Tuesday 3-27 PARIS 


This morning | we’re off on a tour of the *Bull Office Machine Com- 
pany, and a “people-to-people” *seminar luncheon with French _ secre- 
taries. This afternoon we will attend a seminar on French Art. We will 
also go to the Sorbonne University for a *seminar on Contemporary 
Culture. The evening will be open for a last visit around Paris. 


Wednesday 3-28 PARIS/LONDON 


Today we will bid farewell to the City of Light and board our flight to 
London, arriving in time for lunch. There will be another briefing 
*session and orientation tour of “The City” and the rest of historic 
London. An evening *seminar on English Literature will be conducted 
by one of Britain’s outstanding authors, and will be followed by dinner 
at the Gore Hotel. Hotel Mount Royal. 


Thursday 3-29 LONDON 


After a morning lecture-tour of ancient Westminster Abbey, the House 
of Commons, and the fascinating operation of Lloyds of London, we will 
have a *“‘people-to-people” luncheon with English secretaries. The free 
afternoon will enable you to attend to personal matters and some com- 
parative economics. Tickets will be provided this evening for a *per- 
formance at the “Old Vic” Theatre. 


Friday 3-30 LONDON 


A morning *lecture-seminar at the beautiful Tate Gallery will be fol- 
lowed by a fascinating walking tour of colorful Shakespearean London. 
In the afternoon we will proceed on a lecture-tour of some of the stately 
homes of England, including a visit to Windsor. Evening will be free 
for optional activities, perhaps a visit to Soho. 


Saturday 3-31 LONDON/NEW YORK 


On our last day in Europe, we will take a morning *seminar tour of the 
British Museum and then gather for a farewell luncheon, before our 
departure at 4:00 P.M. aboard TWA’s Superjet flight. Early "this evening 
we will arrive home at N. Y. International Airport, where a representa- 
tive of Simmons Tours will help us through Customs and arrange for 
our connecting flights. 


*All seminar members are expected to attend all special Seminars. 


THE SECRETARY—September, 1961 


GENERAL INFORMATION 


DEADLINE: Friday, January 31, 1962, is the deadline for 
submitting your reservations for the Flying Liberal Arts 
Seminar for Secretaries. 


SIZE OF GROUP: Participation will be limited to 80 per- 
sons. NSA members will have prefence if more than this 
number wish to go. 


PAYMENT: A deposit of $100.00 is required when making 
your reservation. Make check payable to The National 
Secretaries Association (International). The balance 
of $725.00 is due on or before January 31, 1962. 


CANCELLATIONS: If it is necessary for you to change 
your plans, please do so before February 10. All monies 
will be refunded. However, since TWA and Simmons 
Gateway Tours will be responsible to European hotels 
for the entire group for whom accommodations have been 
reserved, cancellations received after this date will nat- 
urally be much more difficult to arrange. Therefore, we 
ask your cooperation on this point! (Of course, if you 
have a friend who will go in your place, or additional 
reservations are received beyond the 80, there will be no 
problem.) 


PASSPORTS: You will need one, of course, before you 
arrive in New York. When applying, take with you: 
a) Proof of citizenship; 
b) two duplicate 3 x 3 photos, not glossy prints; 
c) passport fee of $10. 


VISAS: Not needed in Italy, France or England. 


CURRENCY: Travelers Checks in small denominations are 
recommended 


JEWELRY AND OTHER VALUABLES: Best to leave 
them home. 


INSURANCE: Limited liability on baggage while in trans- 
fer. Baggage insurance is suggested for complete cover- 
age, as is accident insurance. 


HATS: 2 in basic colors. 1 for travel, 1 for dress. Both 
packable. 
SCARVES: 3 in colors to harmonize, large enough to tie 


over head. 


GLOVES: 3 pairs, 1 leather, 2 fabric, one basic color, one 
white. 


LINGERIE: 2 sets of nylon underwear. 3 pairs of nylon 
hose, medium weight, one color. Extra sheers for dress. 
1 or 2 pajamas or nightgowns in winter weight. 1 travel 
robe, opaque. 1 pair packable slippers. 


JEWELRY: 2 sets of costume jewelry. Leave your valuables 
home. You'll find it fun to shop for costume jewelry 
while in Europe. 


COSMETICS AND TOILET ARTICLES: Take a sufficient 
supply of your favorite brands for the entire trip. Use 
plastic jars and bottles to cut down on weight of creams, 
lotions, powder, deodorant, perfume. Take facial and 
laundry soap and shampoo, tooth paste and aspirin. Use 
rubberized or plastic cosmetic case for tweezers, a, 
blades, nail polish, polish remover, emery boards, nail 
scissors, bobby pins, curlers, washcloth, small clothes 
brush, needle, thread and thimble, safety pins, hair net, 
hair spray, band aids, shower cap, soap box and cellulose 
tape. 


GLASSES: Reading glasses and sun glasses. Take an extra 
pair or carry your prescription in case of accident. 


MISCELLANEOUS: Folding plastic hangers to insure safe 
drying of blouses. Some European hotels furnish only 
a few hangers anyway. 


Small traveling alarm clock. Camera and adequate sup- 
ply of film; takes little space in luggage, and is very 
expensive abroad. 


Ball point pens, notebook, and diary. Correspondence 
address list. (If you type up sheets of small labels 
at home, you will save much addressing time.) 

Cigarettes. 


LUGGAGE: Since your empty case adds to your weight 
allowance, make it a lightweight one. Be sure it is 
strongly built, with reliable locks. Carry a duplicate key. 


Remember, TRAVEL LIGHT! Save your valuable time for 
people, places, ideas, and fun! If you have any questions 
on clothing or shopping abroad, address them to: Miss 
Mary Gordon, TWA Travel Advisor, 380 Madison Ave- 
nue, New York 17, N.Y. 





Dr. Fred S. Cook, NSA Seminar Coordinator 
1103 Grand Ave., Kansas City 6, Missouri 


March 31, 1962 


Home Address: 





APPLICATION BLANK 
DEADLINE: JANUARY 31, 1962 


Please enter my reservation for the Flying Liberal Arts Seminar for Secretaries, leaving New York City March 15, and returning 
Enclosed is my check for $100.00 as a deposit, made payable to The Nationa! Secretaries Association (International). 
I understand that the balance of $725.00 is due on or before the deadline date, January 31, 1962. I further understand that all monies 


paid will be returned in the event I must cancel the trip for good cause before that date. 


IG sc ccrtcscnescahesedncsneeatidesictnicunssceoninnnuiecelpsislatashadsiebaarpipeeaesasuniasaes aiskdoniimedeunemaets 





BR DURA, mpeme, Compt AERO oon cicccncccccssssccccsscnnnsccesisessecsesesesces 


Sy I Te A I tases cece hecescitccecceniin 


Please send copies of the Flying Liberal Arts Seminar brochure to: 
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SEMINAR Fact SHEET 
a Gateway _ 


(IT-NSA-316) 


TOTAL SEMINAR COST 
$825.00 


per person 


TWA SUPERJET SERVICE — Transatlantic — Economy 
Class. 


MILAN TO PARIS and PARIS TO LONDON FLIGHTS— 
Tourist Class. 


BAGAGE ALLOWANCE—44 pounds. 
MOTOR TRAVEL—by First Class Motorcoach. 
RAIL TRAVEL—by First Class Rail. 


HOTEL ACCOMMODATIONS — Twin-bedded rooms with 
bath at indicated hotels or ones of similar standing. 


Special Votes: 


Available through TWA’s 17-day 


excursion fare for transatlantic flight. 


MEALS: Breakfast—included. 
Lunch—included except in London and Paris. 
Dinner—included. 

Meals en route—included. 


SPECIAL SEMINAR FEATURES-—As indicated. 


SIGHTSEEING—By motorcoach with lecture-guide as indi- 
cated. 


TRANSFERS—Provided to and from airports, including one 
average sized suitcase. 


TIPS and TAXES—-AIll tips included. 
included. 


CONDUCTOR—Provided. 


Airport taxes are not 


If you live outside of New York, you may arrange your full transportation to and from home through Simmons Gateway 
Tours, 1350 Broadway, New York, N.Y. Write to Mr. Franco Venturi. 


If you wish to room with another secretary going on the Seminar, please be sure to indicate this when making your reserva- 


tions, since only twin-bedded rooms are available on this trip. 


If you are interested in arranging time payments for your trip, we suggest you contact your own bank. 








RESPONSIBILITY 


Simmons Gateway Tours and cooperating agents and The National Secretaries Association (Inter- 
national) act only in the capacity of agents for the passengers in all matters pertaining to hotel 
accommodations, sightseeing tours and transportation, whether by air, railroad, motorcoach, motor- 
car, steamship, boat or any other means and as such, hold themselves free of responsibility for any 
damages occasioned from any cause whatsoever. 


Simmons Gateway Tours will not be responsible for the loss of or damage to any article belonging 
to the passenger, once it has been released to them. 


The airlines participating in this tour are not to be held responsible for any act, omission, or event 
during the time passengers are not on board their plane or conveyance. The passage contract in 
use by the airline concerned, when issued, shall constitute the sole contract between the airline and 
the purchaser of these tours and/or the passenger. 
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Chul, Che 


BUSINESS ADMINISTRATION 


1. Certain agencies have been estab- 


lished for consumer protection. 

The public agency which does 

the most to protect the consumer 

is: 

(a) the Consumers’ Research 
Center. 

(b) the National Consumers’ 
League. 

(c) the Food and Drugs Admin- 
istration. 

(d) the U. S. Chamber of Com- 
merce. 


In Canada 
the Canadian Association of 
Consumers. 
(f) the Better Business Bureau. 
(g) the Food and Drug Directo- 
rate. 


(h) the Canadian Chamber of 
Commerce. 


(e 


. The purchase of securities with 
partly borrowed funds is called 
(a) security exchanging. 

(b) speculating. 

(c) margin buying. 

(d) syndicate purchasing. 


3. The basic characteristic of the 


system of private capitalism, in 

its most ideal condition, is 

(a) private property. 

(b) freedom of enterprise. 

(c) freedom of choice by con- 
sumers. 

(d) All of these. 


. The chief difference between the 
economic systems known as so- 
cialism and communism is that, 
(a) under socialism prices, wages 
and individual income are 
determined by the state. 
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(b) under communism the goal 
is the welfare of the com- 
munity as a whole rather 
than the welfare of the indi- 
vidual. 

(c) under socialism monopoly 
depends upon whether one, 
two or a few firms control 
the output of a commodity 
in a given market. 

(d) communism involves a more 
extreme form of state owner- 
ship, including both pro- 
ducers’ and consumers’ 
goods. 


. The term “entrepreneurship,” 


one of the factors of production, 

most nearly means 

(a) the marginal productivity of 
a worker. 

(b) the decision-making process 
that determines what is to be 
produced, when, where, and 
how. 

(c) the money value or capital 

value of goods. 

the principle of variable pro- 

portions. 


(d 


. One of the most important regu- 


latory laws which was enacted to 

strengthen and clarify the Sher- 

man Anti-Trust Act was 

(a) the Robinson-Patman Act of 

1936. 

the Webb-Pomerene Act of 

1918. 

(c) the Clayton Act of 1914. 

(d) the Miller-Tydings Act of 
1937. 


(b 


. Separate entity, limited liability, 


and unlimited life are the princi- 
pal attributes of 
(a) a partnership. 








for further information 


WANTED 


Membership Participation 


Association Program 


see October issue 
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(b) a proprietorship. 
(c) a corporation. 
(d) none of these. 


. Federal, government, state, and 


municipal bonds, as well as many 
corporate bonds generally of the 
larger industrial companies, are 
usually classified as 

(a) Guaranteed Bonds. 

(b) Debenture Bonds. 

(c) Assumed Bonds. 

(d) Joint Bonds. 


. When a corporation meets all of 


the requirements of the state in 
which it is incorporated it is 
known as 

(a) a domestic corporation. 

(b) a quasi-public corporation. 
(c) a de factor corporation. 

(d) a de jure corporation. 


Research relative to personnel 
includes studies of turnover of 
employees. At the beginning of a 
year a firm has 600 employees. 
There were 50 separations and 
100 accessions. The computation 
of employee turnover is 

(a) 12 per cent. 

(b) 14.29 per cent. 

(c) 15.5 per cent. 

(d) 25 per cent. 











answers 
(8) ‘OL (q) “¢ 
(P) 6 (P) ‘¥ 
(q) 8 (P) € 
(9) *L (9) % 
(9) *9 (3) % (9) ‘T 
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he ‘Secretary's Library 


GREGG TYPEWRITING FOR 
COLLEGES, Alan C. Lloyd, John 
L. Rowe, and Fred E. Winger, 
McGraw-Hill, 1957. 


The experienced stenographer 
and/or secretary may review her 
technique or modify her manual- 
machine technique for electric- 
machine operation with this book as 
a guide. It is thorough and interest- 
ing. 


Each of the text’s nine parts is 
divided into four units with 25 les- 
sons. These 25 lessons consist of 
six on skill improvement, six on cor- 
respondence typing, six on tables or 
business forms, six on manuscripts 
and reports, and one as a test on the 
others. 


The book progresses from the 
simple to the complex. Its material 
is related to twelve typewriters, 
manual and electric. Lesson material 
is presented with special provisions 
for the manual typewriter or for the 
electric typewriter and the variations 
of keyboards. 


Much of the copy is informal in 
character. For example, one of the 
manuscripts to be typed is directions 
for expression of numbers, another 
is “Personal Titles in Business Cor- 
respondence.” The last manuscript 
unit is a “Correspondence Manual,” 
which gives instructions on letter 
placement, the parts of a letter, and 
letter punctuation styles. 


Workbooks are available for all 
parts of the text and include sta- 
tionery, business forms, records, etc., 
that enrich the program. Filmstrips 
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and tapes are available to help make 
learning easier. 


The book is easy to read, varied 
to the point of being stimulating. 
It contains many helpful hints and 
timesavers. The material is attrac- 
tively presented and easy to read. 
Directions are printed in red in the 
margin of the problems. 


The text should be taken slowly, 
probably over a 26-week period. It 
should be most helpful to the expe- 
rienced secretary who finds herself 
in an administrative position with 
her typing skills growing rustier by 
the day. Units 34, 35, and 36 should 
be excellent preparation for Section 
V of the CPS examination. 


Reviewers: Avis N. Dixon, CPS, 
Casper, Wyoming; Vera E. Gamm, 
CPS, Fairfield, Iowa; Jenivie L. 
Jack, CPS, Des Moines, Iowa. 


HUMAN RELATIONS IN ADMIN- 
ISTRATION, Robert Dubin, Pren- 
tice-Hall, 1951. 


This text appears to be for ad- 
vanced work in human relations and 
organization. It is slanted more 
toward industrial managers and ad- 
vanced university students than 
toward secretaries. 


Rather than digesting and rewrit- 
ing the articles and studies which 
contributed the background informa- 
tion for this book, Dubin has organ- 
ized them into his own cohesive out- 
line, with pertinent comments about 
each article. The chapters are so 
interrelated that the reader should 
proceed from start to finish, rather 
than picking articles at random. 


Dubin makes points which are then 
illustrated by articles; thus, an entire 
chapter should be read, not merely 
an isolated article. 


From the standpoint of learning 
what makes business organizations 
tick behind the scenes, this book is 
fascinating. For example, the dis- 
cussions of formal versus informal 
organization, the conflicts of line and 
staff relationship, would be partic- 
ularly informative to a person who 
has been in business for a number 
of years. 


In the reviewer’s opinion, this 
book presents a valuable insight into 
the inner workings of business or- 
ganizations and is probably most 
understandable to people near the 
executive level. A secretary would 
gain a greater understanding of per- 
sonalities and motivations of the ex- 
ecutives and co-workers in her office. 
A young stenographer aspiring to be 
a secretary might not have enough 
experience and insight to understand 
the presentation, however. 


Chapters 3, 5, 6, 7, 8, 13, 14, 15, 
16, and 18 would be helpful to the 
person studying for the CPS ex- 
amination. 


Part II, Cases on Human Relations 
in Administration, contains writeups 
of actual cases studied. This facet 
of the subject is most interesting, 
as it describes actual situations in 
story form. The reviewer believes it 
would be of limited value to a person 
studying for the CPS examination, 
but the selections would be of in- 
terest to a secretary wishing to do 
general reading on human relations. 


The book must be read and di- 
gested quite slowly and thoroughly 
to be understood. The amount of 
time necessary to delve into the 
text thoroughly would not be suf- 
ficiently worthwhile to a CPS candi- 
date to justify reading the entire 
book at the expense of other more 
practical texts. 


Reviewer: Mrs. Judith Thomp- 
son, CPS, Minneapolis, Minnesota. 
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HELP US TO HELP YOU 
(Continued from Page 5) 


not necessary for you to ask your 
employer to write letters to the In- 
stitute; in fact, this often slows up 
the processing procedure. However, 
if additional information from em- 
ployers would aid the Committee in 
reaching a decision, then such infor- 
mation should be forwarded to the 
Institute. It is suggested that you 
secure your employers’ permission to 
use their names in connection with 
your application. 

If you were employed by the Fed- 
eral Government: 

GS-1 and GS-2: Do NOT list since 
the Institute has ruled that such 
service cannot be considered as sec- 
retarial. 

GS-3 and GS-4: Please submit a 
Job Reference Sheet covering such 
service. 

GS-5 and higher: Will be consid- 
ered in place of the Employer’s 
Statement IF you file the following: 

1. Certified copy of Job Descrip- 

tion and 

2. Certified Personnel Action 

Form or certification of length 
of service. 

If you had Civil Service employ- 
ment other than Federal, a Job Ref- 
erence Sheet should be submitted for 
each person for whom you have 
worked as a secretary. If this is im- 
possible, submit your Job Descrip- 
tions; but they must be certified by a 
supervisor, department head, or an- 
other person in authority. 


Deceased Employer 

If one of your former employers 
is deceased, the Job Reference Sheet 
should be filled out in his name; but 
you should supply the name and ad- 
dress of another person who was fa- 
miliar with the work you performed 
for the deceased employer. It is very 
difficult for these forms to be com- 
pleted by a person who had no per- 
sonal contact with you or your em- 
ployer. It is possible that a person- 
nel manager could complete these 
forms in a company where excellent 
personnel records are kept. How- 
ever, few firms have such complete 
records, especially if a number of 
years have elapsed. 
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Notification of Acceptance 
or Rejection 


In any event, you will be notified 
by the Qualifications Committee. If 
you are accepted, your examination 
fee of $42 must be sent to the Insti- 
tute within ten days of the date on 
your acceptance letter. If you do not 
take the examination in 1962, your 
approval will be good for 1963 and 
1964. After that time, reapplication 
and payment of an additional proc- 
essing fee will be necessary. 


If you are rejected, please under- 
stand that the Committee has done 
everything possible to approve your 
application, while at the same time 
maintaining the standards estab- 
lished by the Institute. It is also 
very important to remember that 
the Institute has promised employers 
that the information provided by 
them will be considered as confiden- 
tial. Therefore, the Committee is 
not at liberty to release to applicants 
any information received from em- 
ployers. If you do not qualify for the 
next examination, we hope you will 
accept the decision of the Committee 
in the proper spirit and that you will 
use the additional time to gocd ad- 
vantage in preparing for the exam- 
ination, or obtaining the necessary 
education and experience. 


Qualifications Committee 

Miss Margaret Miller, CPS, 348-B 
East Derry Road, Hershey, Penn- 
sylvania, is serving as Assistant 
Chairman of the Qualifications Com- 
mittee, which is composed of educa- 
tors, businessmen, and CPSs. The 
Qualifications Committee is now 
hard at work and is anxious to proc- 
ess applications rapidly. So, we will 
be looking for your Application and 
Job Reference Sheets SOON. 


Good luck in your plans to qualify 
for the examination. We wish you 
success and assure you that your ap- 
plication will receive careful atten- 
tion. We promise you that your ap- 
plication will be evaluated in a 
prompt and fair manner. 


Now, won’t you please HELP US 
TO HELP YOU? 


TRAVEL TIPS” 
(ted Ont 


TRAVEL ADVISOR (aL) 


How much capital 
for each capital ? 


Surprisingly little, with our low, low 
Economy Excursion Fares*! Paris 
is only $389.60* round trip. Round 
trip to Rome is just $485*. Stop at 
13 extra cities on the way at no 
extra fare! 

Choose any spot—more likely 
than not Air France offers a jet 
Economy flight to it. From New 
York, Tel Aviv $741*, Madrid 
$403*, Bangkokt $1278 (via the 
Atlantic). Tahitit $755 from Los 
Angeles, via TAI DC-8. 

You can save even more money 
on an Air France Jet-Away Holiday, 
which includes your air fare, hotels, 
and other basic expenses. For ex- 
ample, a complete 17-day Mediter- 
ranean Holiday tour of Spain, 
France and Italy is only $614*. 

All with superb French cuisine, 
French service, and all aboard the 
fabulous Air France Jet Fleet! 

Before you go, find out the most 
important things you’ll need to 
know with my ‘‘Very Important 
Pointers for International Travel.” 
If Paris is your pleasure, you’ll want 
my latest booklet, “YOU IN PARIS 
— What Every Woman Wants to 
Know.” I'll be happy to send you 
all the news about our Jet-Away 
Holidays, too. Just check your pref- 
erence in the coupon below. And, 
of course, if you have a special 
question, come, call or write, and 
you'll receive individual attention. 


AIR FRANCE JET 


Miss Colette d’Orsay, AIR FRANCE 

683 Fifth Avenue, New York 22, New York 

Please send me: 

0 “YOU IN PARIS—What Every Woman 
Wants to Know” 

0 Jet-Away Holidays 

CD (Special questions?) 








Name 
Address 
City State 

















pot 


— 
* All fares, Economy Class, 17-Day Excursion, 

effective Oct. 1, 1961 through Mar. 31, 1962. 
+ Standard Economy Fare. 















The Home Trust Fund Post-Con- 
vention Tour, “Hawaiian Holiday for 
Secretaries,” July 23, 1961 through 
August 4, 1961, was highlighted by 
special activities arranged for them 





Loretto Peyton, Post-Convention Tour 
Coordinator and Past President of 


Hawaii Chapter and Phyllis Zerbe, 
President of Hawaii Chapter at cocktail 
party-dinner. 
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by the Hawaii Chapter, with Past 
President, Miss Loretto Peyton, as 
coordinator. 

After being met at the Honolulu 
International Airport with Hawaiian 


Conchita Gouveia, Hawaii Chapter, 
dancing hula. 














music, a hula troupe and flower leis, 
tour members received a further sur- 
prise of fresh pineapples in their 
rooms, cut luau style for easy 
nibbling. 





Wilma Yokoyama, Hawaii Chapter, 
modeling authentic Korean dress at 


fashion show. 
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On Sunday evening, July 23, the 
Hawaii Chapter hostessed a cocktail- 
dinner party for the group, at which 
Miss T. Phyllis Zerbe, chapter presi- 
dent, welcomed them with “Aloha O 
Ko i ka aina O Hawaii, a meka hui 
O Hawaii NSA.”—(Greetings and a 
warm welcome from the land of 
Hawaii and from the Hawaii Chapter. 


In a special Hawaiian ceremony 
conducted by Mrs. Anne Burleigh, 
CPS, visitors were made “Malihini 





Melissa Fontes, Hawaii Chapter, model- 
ing Gibson Girl (or Missionary) Muu 
at fashion show. 








Aikane Wahines” (newly arrived 
friends) and presented with a Tapa 
memento and a lei, thus making them 
symbolic members of the Hawaii 
Chapter. 


A fashion luncheon was highlighted 
by chapter members modeling au- 
thentic Hawaiian and Oriental cos- 
tumes, some of which have been in 
their families for generations. Mod- 
ern fashions, both sports and semi- 


: Os 3S 
Alice Silva, Hawaii Chapter, dancing 
hula at fashion show-luncheon. 








formal wear were also shown. Table 
favors at the luncheon included a 
ceramic Hawaiian Tiki ashtray and 
there were many door prizes. 

The group took off their shoes, 
donned Japanese kimonos and en- 
joyed a typical Japanese party at 
one of Honolulu’s best known tea 
houses. Featured were Kabuki 


dancers from Japan, Japanese games, 
and a menu of Oriental delicacies. 


Clara Yamashita, Hawaii Chapter, 
modeling informal Japanese bridal en- 


semble at fashion show. 


Holiday in Mexico for Secretaries 


From left to right, seated: 
Alice Rose Wilson, Upland, 
California; Hedy Friedewold, 
Mexico City; Maria de Jesus 
Padilla, Mexico City; Gabriela 
Schutz, Mexico City; Emma 
S. Lombardo, New York; 
Mildred Weitkemp, New 
Jersey. 

Standing, from left to right: 
Elva Parsons, Sturgis, South 
Dakota; Lora Daniels, Dead- 
wood, South Dakota; Mary 
Ellen Smith, Torrance, Cali- 
fornia; Mary Kienle, Ontario, 
California; Estela Flores 
Magon, Mexico City; Marie 
Switcher, Scarborough, On- 
tario, Canada. 





ne glia 
Ee ae 
aes 


Date: July 24, 1961, at the “Mauna Loa” Restaurant, beautiful place with a Hawaiian at- 
mosphere. The Mexico City Chapter organized this dinner to welcome the members of the 
Post-Convention Holiday in Mexico for Secretaries. 











The Gecretary in 


Mit was Thursday night at 5:30 
when I returned to the office from an 
exhausting, yet exhilarating, day in 
court. I was serving as a juror on a 
federal narcotics case, and although 
the grave responsibility that faced 
each member of the jury panel was 
paramount in my mind, it was also 
my first opportunity to witness a trial 
in action and to see before my eyes 
the rights of individuals being pro- 
tected by legal counsel, who were in 
this case appointed by the court for 
the indigent defendants. This was a 
rare treat for a law secretary, because 
when her boss is trying a case she is 
expected to stay at the office and 
“mind the store.” 

It was this day that I received a 
request from THE SECRETARY to 
tell you about The Secretary in Law. 


That day in court I had witnessed 
the government’s most important evi- 
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dence—a signed statement of one of 
the defendants—being ruled in- 
admissible because there were several 
words badly erased on the document 
and there were many inked correc- 
tions, none of which had been ini- 
tialed by the defendant. Though 
there was other evidence which 
proved the government’s case, this 
valuable document was inadmissible 
because a secretary had failed to per- 
form her task with the proficiency 
that is demanded in all professions— 
and more than any other profession 
—the legal profession. 


Utmost accuracy and minimum of 
erasures — especially on wills, con- 
tracts, deeds, notes, and mortgages— 
are mandatory for a legal secretary. 
If a document is not prepared in such 
a fashion, and litigation later arises, 
an interested party may later allege 
that the contract or will has been 


by Kay Griffith, CPS, Sacajawea Chapter 
Secretary with the firm of Holman, Mickelwait, Marion, Black & Perkins 


Seattle, Washington 


tampered with after execution. In 
my office we take great pains to see 
that every item is proofed prior to 
execution, and every secretary has 
learned to cast a suspicious eye on 
any bad erasure. 

Clients from every walk of life— 
businessmen, widows and widowers, 
divorcees, company executives, crimi- 
nals, and debtors—enter the portals 
of the law office. This compels the 
legal secretary to manifest sympathy 
and understanding to every conceiv- 
able individual and set of circum- 
stances. 

When a businessman—whether he 
be a financier or a small business 
executive — contacts his lawyer for 
guidance, he likes to be immediately 
recognized and treated with the due 
respect that he has earned in the 
business world. 

The widows and widowers who call 
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on an attorney for probate of an 
estate are usually distressed and 
overwrought, yet anxious to proceed 
with the reconstruction of their lives. 
Sympathy, yet not too much sym- 
pathy, and deep understanding must 
be displayed by the legal secretary. 


The litigants in a divorce action 
can vary from two diverse parties 
desirous of intelligently severing 
their marital contract, to clients who 
love to consume your time with each 
individual incident of oppression 
they have endured, often prefaced by 
“Dearie, you don’t know what I’ve 
been through.” The discreet legal 
secretary, with velvet gloves, politely 
avoids being a captive audience and 
mother confessor. She learns to con- 
serve her time and energy for the 
more pressing matters at hand. 

The company executives who seek 
legal counsel frequently have urgent 
business to transact. Often a dead- 
line has to be met for legal or tax 
reasons. 

The presumption of the law that a 
man is innocent until proved guilty 
places the burden upon the secretary 
in a law office to observe tolerance 
with alleged offenders who have been 
served with warrants or indictments. 
An attentive secretary weighing the 
evidence can often detect innuendoes 


Reading left to right: Kay Griffith, 
Secretary; James M. Hilton and 
Francis E. Holman (seated), Attor- 
neys. 
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that may assist later in the defense 
of the case. 

Debtor’s prison and the old stigma 
that used to be associated with insol- 
vent persons has changed consider- 
ably over the last century. But to 
most individuals who discover that 
their liabilities far exceed their assets 
a sense of shame and dishonor is ex- 
perienced. An apologetic debtor en- 
tering the sanctity of a law office for 
much needed assistance demands 
supreme diplomacy and _ tolerance 
from the secretary. It is often her 
task to assemble and prepare a state- 
ment of his debts for the lawyer’s 
use. The prudent secretary refrains 
from comment or counsel. 


The client-attorney bond is a two- 
way street. The client strips himself 
of his most prized possession, his 
privacy, and the lawyer, by his own 
Canon of Ethics, guards his sacred 
trust. The client relies on his legal 
counsel and his staff, and his faith 
must at all times be protected. 

A legal secretary is entrusted with 
facts and data about persons and 
companies which, if ever revealed, 
would be disastrous to her boss, to 
his client, and to herself. 

When a law secretary is detained 
in the office due to the urgency of the 
transaction, a mere mention to her 


friends that Mr. Doe was in or that 
she was delayed preparing the John 
Doe contract could expose, even 
though innocently, a credit arrange- 
ment, a merger, a corporate reorgani- 
zation, or even a proposed contract— 
the confirmation of a rumor in the 
business world. 


Many times she knows the exact 
amount of capital and other assets a 
community leader or public official 
possesses. 


Often a surprise move in a trial is 
known to her and a proverbial “slip 
of the tongue” could unmask the very 
crux of a case and result in swaying 
the jury to the other side. 


She is the keeper of personal mis- 
haps or misfortunes that have be- 
fallen the client, and her disclosure of 
such confidences could deprive an in- 
dividual of his intrinsic rights. 


The legal secretary is alert to the 
confidence that is placed in her. She 
is cautious in her reception duties 
that she does not divulge the nature 
of the client’s business with the firm 
when other clients are in the area. 
If she is handling the phone in the 
reception room, she is circumspect in 
her conversations. 


Any lawyer’s practice includes in- 
volvement in a variety of business 
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institutions. He may represent archi- 
tects, engineers, investment houses, 
airplane manufacturing companies, 
lumber magnates, or he may special- 
ize in personal injury cases requiring 
a vast understanding of medicine. 
This places a demand upon his secre- 
tary to possess a versatile knowledge 
of business and extensive general 
information—to be at home whether 
she is concerned with turbo-fan en- 
gines or dislocated discs. 

A secretary who is employed by 
corporation attorneys needs to have 
a working knowledge of the corporate 
structure. She, too, is confronted 
with debtors, defendants in garnish- 
ment actions and employees of the 
company, and must exercise the 
same degree of discretion as a secre- 
tary in a small firm. 

Many legal firms, large and small, 
represent insurance companies. This 
too attracts a varying clientele to the 
law office. The case involved may 
range from an automobile fire to a 
drunken driver making a U-turn on 
an arterial. The secretary’s sealed 
lips are the ingredient that can win 
or lose the lawsuit. 


Time Is of the Essence to the 
Legal Secretary 
Fixed dates are assigned for proc- 
ess serving, preparation and service 
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of pleadings, and the filing and. re- 
cording of official papers. A chattel 
mortgage .or conditional sales con- 
tract not recorded within the speci- 
fied time period could be voidable. 
Imagine the embarrassment of the 
attorney discovering in court that, 
although the summons and com- 
plaint were served within the statute 
of limitation, through an office error 
the complaint was filed one day late. 
An effective tickler system must be 
employed and adhered to by the legal 
secretary. 


To many it is felt that lawyers 
have a jargon all of their own. The 
strange phrasing of certain legal 
documents often distracts and con- 
fuses the layman. A legal secretary 
thoroughly indoctrinated in the com- 
plexities of legal construction soon 
recognizes that the “witnesseths” and 
“whereases” are words that have 
been interpreted by the courts and 
will stand up in court for what they 
mean if such a test is necessary in 
the future. 


There are rewards to being a legal 
secretary, the richest of all being the 
knowledge that you are performing a 
service. You are in contact with 
people who are distressed, and with 
clients who are frightened, hilarious, 
or sad. You witness business ventures 





that upon completion are - headline 
news, and you play an important 
part in all of the transactions. Your 
attitude, temperament, and capabili- 
ties are taxed at all times. 

You are working with professional 
people who are alert to everything 
that goes on about them. This be- 
hooves you to keep abreast of the 
daily news events in your city, your 
country, and the world. 

You enjoy being treated with the 
highest of respect. You are often 
consulted on jury instructions, on 
assessing the value of a_ plaintiff’s 
claim, on the dress and manner of the 
client when he or she is to appear in 
court, and your own personal evalua- 
tion of an individual. Many times 
your boss has you read depositions 
to obtain your reaction so that he 
will have some clue as to how the 
jury may be affected. 

You enjoy the confidence in the 
dealings with your boss—the way he 
“lets you in” on his personal obser- 
vations in a particular transaction, 
and his feelings about a certain case. 

Then, too, there is another reward. 
Though this does not come with a 
personal guarantee, the chances are 
if you are subpoenaed to jury duty 
you will be elected foreman. I was. 


Reading left to right: Kay Griffith, 
Secretary; Francis E. Holman, Attor- 
ney, and Client. (Client actually 
Fred R. Sator, Librarian.) 
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A SURVEY OF TYPES 


by Mrs. M. Genevieve Libertini, CPS 


@ Ever since Julius Caesar’s lesson 
about the geography of Gaul, we have 
found it convenient to divide people, 
places, and things into three parts. 
Of course, it is simple: there is al- 
ways the top, the bottom, and the 
middle; and we can force the in- 
between states to fit one or the other. 
All secretaries, in regard to their 
jobs, are divided into three classes. 


There is the type that eats, sleeps, 
talks her job twenty-four hours a 
day. During her waking hours at 
night, she has a vague apprehension 
that the building might have burned 
down, or the company folded up, or 
some change might disturb the peace- 
ful passage of her days. She can 
hardly wait to put that key in the 
office door, or her fingers on the 
gadget that punches a clock. She is 
anxious to see if anything occurred 
during her sixteen hours’ absence 
from the beloved sanctuary of her 
particular place in the office; or she 
is anxious to get back to that sanc- 
tuary merely to lapse into the secur- 
ity of the usual routine. She knows 
all the boss’s relatives, his avoca- 
tions, preferences, and phases of his 
life both business and private. The 
same knowledge she gains about 
those with whom she comes in daily 
contact. Her conversation at home is 
all about her work, the demands 
thereof, the affairs of her co-workers 
and of the boss—principally of the 
boss. 


THE SECRETARY—September, 1961 


Now there is the opposite type. 
When she covers her typewriter (if 
she covers it) and shuts the office 
door behind her, she shuts off com- 
pletely all consciousness of this eight- 
hour interruption to her real exist- 
ence. If anyone asked, she would be 
sure to remark that she gives full 
time and attention to her duties, but 
once she is out—she is out. Her after- 
office hours beckon her to an entirely 
different atmosphere and activity. It 
is come-day, go-day with her, and 
God send Friday. And, from Friday 
afternoon until the inevitable en- 
croachment of Monday morning, is 
she free! Her conversation at the 
office—if any— is all about her dates 
and occupations over the week ends 
and during the evenings. Her conver- 
sation out of office hours is all about 
her dates and occupations, etc. If 
any of her associates get the slightest 
inkling of any details about her job, 
it is not from her. 


There are two middle types. Type 
A of the middle class talks at home 
all about her job, and all about her 
home affairs in the office. During the 
coffee break she is bursting to give 
forth news about a niece’s wedding, 
or a mother’s illness, or a brother’s 
contrariness. Her office companions 
know all about her relatives, her boy 
friends, and her social activities. On 
the other hand, her conversation at 
home or in social gatherings is all 
about the office and its activities. 


Her talk abounds with such phrases 
as: “And he said to me... and I 
told him . . . and if she thinks she can 
get away with the . . . and believe me, 
when he asked me a third time for 
that blank form . . . and when I said 
to her . . .” and the gossipy items 
(harmless in most cases) fall from 
her lips with the fluency of much 
repetition and perhaps interior re- 
hearsing. 


Type B of this middle class is the 
ideal. She brings from the office not 
a rehash of her difficulties and of her 
snappy replies, but only such news 
items as would interest her family; 
but she can listen (a most valuable 
and alas disappearing talent) ; or she 
can take part in a discussion of some 
book or play or event (her reading 
enables her to do this intelligently). 
At the office, there is no conversation 
that would interfere with attention 
to duty, but on occasion she con- 
tributes such information about fam- 
ily and outside affairs as would be of 
general and objective conversation, 
discussion of opinions, as well as 
(unobtrusively) imparting informa- 
tion. 


Of course, with our professional 
aspirations and legitimate ambition, 
with our aim of service through self- 
improvement, we belong to Type B, 
middle class, or at least we are striv- 
ing to attain the ideal. We thought 
our readers might like to know that 
the other types do exist! 
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Letters to the Editor 


This column will be used to print letters 
from readers who have comments which 
the Editor feels will be of interest to 
our many subscribers. All letters to the 
Editor become the property of THE 
SECRETARY, and may be answered 
through this column at the discretion of 
the Editor. The writer of the letter will 
be identified through initials only un- 
less specific permission is given to use 
name and address. EDITOR. 





Dear Editor: 

The August issue of THE SECRE- 
TARY, our Annual Convention Is- 
sue, is an excellent one. I would like 
to point out, however, that we are 
apparently still having trouble with 
our proofreading. I cannot resist 
calling to your attention an obvious 
error in the title of one of the forums 
reported from Convention. Did you 
notice “The Developing Roll of the 
Secretary in Administrative Manage- 


ment”? Many of our members will 
probably assume that the -correct 
spelling should have been “role” (a 
part taken or assumed by anyone) 
rather than “roll” (a food prepara- 
tion containing approximately 250 
calories). Such errors occurring in 
the future should at least be confined 
to the fine print. 

YL 

Oak Ridge Chapter 

Oak Ridge, Tennessee 





Dear Y L: 

Thank you for calling this error to 
my attention. I try to avoid these mis- 
takes, but occasionally one will creep 
through. The editor of “The Sand- 
scriber,” Fort Lauderdale, Florida, ap- 
parently has the same problem. She 
recently printed this notice in her bulle- 
tin: “Special Notice —If you see any 
errors in this bulletin, please consider 
that they appear for those who always 
look for them. We try to print some- 
thing for everybody. The Editor.” 

THE EDITOR. 




















NO CARBON-TETRACHLORIDE 





Handy dauber whisks away dirt and 

lint in seconds — no spattering! 

Non-inflammable; slow-evaporating, 

hence economical. Look 

= for the attractive new 

SP55k =f orange-and-blue carton. 
. — 


typewriter type sparkle. 


CLAR‘O:TYPE 


CLEANS TYPE CLE ANER 










CLAR-O-TYPE makes 




















wire collect to: 
PAULSEN 
WEBSTER HALL 
PITTSBURGH 13, PA. 


A good and efficient secretary who must place her 
boss in Pittsburgh will write or wire ahead for a 









¥p 
PRIORI 
RESERVATION 


Just write, teletype (PG 253), or 






at Pittsburgh’ ‘3 


HOTEL, 






IID 








and mention ‘‘Priority’’ Reservation in your letter, teletype or telegram 
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Southeast District 


Martha Nunnelly 
1023 West 31st Street 
Blue Mountain, Alabama 


Southwest District 


Hilda R. Poppell 
4105 South Miro, Apt. 2 


New Orleans 25, Louisiana 


THE SECRETARY—September, 1961 








COMING NSA EVENTS 


Great Lakes District Conference 
Hostessed by Glass City Chapter 
Commodore Perry Hotel 

Toledo, Ohio 

October 27-29, 1961 


Northeast District Conference 
Hostessed by New York City Chapter 
The Waldorf-Astoria 

New York City 

October 20-22, 1961 


Northwest District Conferences 

Region I 

Hostessed by Washington-Evergreen Chapter 
Hyatt House 

Seattle, Washington 

October 20-22, 1961 


Region II 


Hostessed by Boise Chapter 
Owyhee Hotel 

Boise, Idaho 

October 6-8, 1961 


Region IIT 


Hostessed by St. Paul Chapter 
Capp-Towers Motel 
St. Paul, Minnesota 
October 13-15, 1961 


Southeast District Conference 
Hostessed by Atlanta Chapter 
Dinkler Plaza Hotel 

Atlanta, Georgia 

October 27-29, 1961 


Southwest District Conference 
Region I 

Hostessed by Beaumont Chapter 
Beaumont Hotel 


Beaumont, Texas 
September 29-October 1, 1961 


Region II 
Hostessed by San Xavier Chapter 
Pioneer Hotel 


Tucson, Arizona 
October 20-22, 1961 


OPPORTUNITY 


through 





Do you realize the opportunity your NSA chapter has 
for sponsoring a Future Secretaries Association chapter 
in your local schools? 

Here are the steps: 


@ Accept chapter responsibility 
@ Study policies and regulations for FSA 
@ Select enthusiastic chairman 
@ Meet with teachers and students 


@ Obtain approval from Division President 
and District Vice President 


@ Install FSA chapter 


Information on how to start a new FSA chapter, or 
bring an existing youth group into conformity is in 
your FSA Organizational Manual. 

Let us help you accept the challenge offered by this 
new NSA activity. Write: 


Mrs. Lily M. Fraser, Chairman 
International FSA Committee 
631 Shady Lane Drive 
Orlando, Florida 


District Representatives 


Lib Meyers Sybil Thomas Georgia Weis 

Great Lakes Northeast Northwest 
Lettie Nixon Mildred Theno 
Southeast Southwest 
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Representing Education 


Representing Business Mr. E. W. Boehm, Jr. Mr. J. E Ward 





